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15 Decomber 1947

HEMORANDUMR T0 ADHINISTEATIVE ASEISTANTS

25X1A9a B roquocted Friday that we inolude s justifice-
25X1A6a tion with eschk request for promotion in fleld offices except &t
Washington and (I «ore desk sudit is oonvenisat.
Attitude of Persomnel Branch is thst job description may have
been for merely projected positions, and they would like wriltten
assurance that the smployse has been sactually performing compotent-
ly the dutlies described.

Justifioations should include a statsment of length of service
and effisiency in the proposed position, with explanation of any
disorepanoy between ectusl end desoribed duties. II we have job
desoriptions submitted Ly the eomployees themselves wuich were

25X1A9a not turned over to NI they might be attached. Justifica-
tion saould alse indicate fulfillment of other requirements out-
lined in edministrative instruction no. 20-16.

25X1A7b Please prepare these justifications for all surrent promotion

25X1A7a requests ot NG - B o weil as
for such actions requested in the future.

FOIAb3b1 seting cnief, [

nis decumsnt part of classified_
integrated £ile. NAME CHECK required '
‘ dual classification action.

priocr to indivi
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